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Dear  Mr.  Brooks: 

/„/ 

The  Controller’s  Audits  Division  presents  its  report  concerning  the  Purchasing  Card 
Program  (program)  administered  by  the  Department  of  Administrative  Services 
(Administrative  Services)  of  the  City  and  County  of  San  Francisco.  We  conducted  the  audit 
to  determine  whether  Administrative  Services  has  adequate  controls  to  ensure  that 
transactions  were  properly  processed. 

Reporting  Period:  March  1 , 200 1 , through  January  3 1 , 2002 

Purchases:  $145,414 

Results:  Administrative  Services  generally  has  sufficient  and  effective 


controls  to  ensure  that  transactions  under  the  program  were  properly 
processed  during  the  audit  period.  In  our  review  of  a sample  of 
transactions,  we  found  that  credit  cardholders,  the  commercial  bank, 
and  the  Administrative  Services’  program  administrator  properly 
processed  the  transactions. 


Respectfully  submitted, 


Controller 


cc:  Judith  A.  Blackwell,  Director,  Office  of  Contract  Administration 


415-554-7500 


City  Hall  • 1 Dr.  Carlton  B.  Goodlett  Place  • Room  316  • San  Francisco  CA  94102-4694 


FAX  415-554-7466 


INTRODUCTION 


BACKGROUND 

The  Department  of  Administrative  Services  (Administrative 
Services)  of  the  City  and  County  of  San  Francisco  (City) 
administers  the  Purchasing  Card  Program  (program).  The 
program  is  intended  to  pay  vendors  fast  and  efficiently,  and  to 
make  it  more  convenient  for  operating  departments  to  make  minor 
purchases  of  certain  products  without  the  administrative  paperwork 
normally  required  for  such  purchases.  Administrative  Services  has 
a program  administrator  who  oversees  the  program.  The  program 
is  in  a pilot  phase  and,  as  of  January  31,  2002,  the  program 
administrator  issued  credit  cards  to  eleven  employees  within  four 
units  of  three  City  departments.  The  four  units  are  Central  Shops  of 
the  Office  of  Contract  Administration,  Media  Services  and 
Building  Operations  of  the  Department  of  Administrative  Services, 
and  Medical  Staff  Services  of  San  Francisco  General  Hospital. 

Each  credit  card  has  limits  on  the  amount  that  can  be  spent  and  the 
type  of  goods  that  can  be  purchased.  For  example,  one  of  the 
cardholders  in  Central  Shops  has  a monthly  dollar  limit  of  $42,500 
and  is  limited  to  purchasing  vehicle  parts,  tires,  and  related 
supplies.  For  all  cardholders  under  the  program,  the  monthly  dollar 
limit  for  each  cardholder  ranges  from  $200  to  $42,500.  Purchases 
must  be  made  only  from  vendors  in  compliance  with  all 
requirements  for  doing  business  with  the  City.  The  program 
administrator  issued  a policy  and  procedures  manual  for  each  unit 
that  has  a credit  cardholder. 

The  Purchasing  Division  initiated  the  Purchasing  Card  Program  in 
March  2001.  The  City  entered  into  a contract  with  Wells  Fargo 
Bank  to  administer  the  credit  card  activities  of  the  program.  The 
contract  term  is  June  15,  1999,  through  June  14,  2002,  and  the 
Purchasing  Division  intends  to  extend  the  contract  for  another 
year. 
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SCOPE  AND  METHODOLOGY 


The  purpose  of  our  audit  was  to  determine  whether  Administrative 
Services  has  sufficient  and  effective  controls  to  ensure  that 
transactions  under  the  Purchasing  Card  Program  were  properly 
processed.  Our  audit  period  was  from  March  1, 2001,  through 
January  31,  2002.  To  conduct  the  audit,  we  reviewed  the 
program’s  procedures  for  issuing  credit  cards  to  employees,  and 
determined  for  selected  cardholders  whether  the  unit  had  proper 
documentation  that  the  cardholder  was  properly  authorized  to  use 
the  credit  card.  We  also  reviewed  the  procedures  for  the 
cardholders  to  make  purchases,  obtain  management  approval  for 
the  purchases,  and  process  the  transactions  through  the 
Administrative  Services’  program  administrator.  We  tested  some 
transactions  to  ensure  that  they  were  properly  processed  and  were 
for  allowable  products  under  the  program.  Finally,  we  reviewed 
the  program’s  procedures  for  recording  purchases  in  the 
Controller’s  Financial  Accounting  and  Management  Information 
System. 
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AUDIT  RESULTS 


THE  DEPARTMENT  OF  ADMINISTRATIVE 
SERVICES  HAS  SUFFICIENT  CONTROLS 
OVER  THE  PURCHASING  CARD  PROGRAM 

Administrative  Services  generally  has  sufficient  and 

effective  controls  to  ensure  that  transactions  under  the 
Purchasing  Card  Program  were  properly  processed  during 
the  audit  period.  We  tested  transactions  totaling  $23,845  and  found 
that  the  cardholders  purchased  goods  that  were  within  the  monthly 
dollar  limits.  We  also  tested  transactions  totaling  $7,358  and  found 
that  the  cardholder  purchased  the  type  of  goods  that  were  approved 
for  the  cardholder.  The  cardholders  made  purchases  totaling 
$145,414  through  the  program  during  the  audit  period  of  March  1 , 
2001,  through  January  31,  2002.  In  addition,  we  found  that  the 
sample  transactions  we  reviewed  were  properly  processed  by  the 
unit  staff,  Wells  Fargo  Bank,  and  the  Administrative  Services’ 
program  administrator.  Finally,  we  determined  that  the  program 
has  adequate  procedures  for  recording  the  purchases  in  the 
Controller’s  Financial  Accounting  and  Management  Information 
System. 


We  conducted  this  review  according  to  generally  accepted 
government  auditing  standards.  We  limited  our  review  to  those 
areas  specified  in  the  audit  scope  section  of  this  report. 


Staff:  Ben  Carlick,  Audit  Manager 
Lorita  Chung 


cc:  Mayor 

Board  of  Supervisors 
Civil  Grand  Jury 
Budget  Analyst 
KPMG  LLP 
Public  Library 
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